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Agenda 

Welcome and Housekeeping Eden 

Training Objectives Eden 

CBAS File Drop Adam 

Submission Process Adam 

Managing Your Account Adam 

Summary Adam 

Questions All 



Housekeeping 

• Webinar is being recorded and will be posted on the 
CDA website  
• http://www.aging.ca.gov/ProgramsProviders/ADHC-

CBAS/CBAS_Training/Default.aspx 

 

• The PCR Form and Instructions are available on the 
CDA website 
• http://www.aging.ca.gov/ProgramsProviders/ADHC-

CBAS/Forms/Reporting_Requirements/ 

 

• Q & A at the end of webinar 
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Training Objectives 

• Understand the function of the CBAS File Drop Web 
Portal 

 

• Obtain Instructions for uploading the Participant 
Characteristics Report (PCR) (CDA CBAS 293) 
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CBAS FILE DROP WEB PORTAL 
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Overview 

• Internet-based 

• Works with all web browsers, including mobile 
devices 

• Encrypted to meet HIPAA compliance standards 

 

• Replaces secure email process 

• Reduce risk of Protected Health Information (PHI) 
breach/incident 

• Timely reporting 
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SUBMISSION PROCESS 
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Overview 
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• CDA will issue usernames and temporary passwords 
 
• CDA will notify providers via email of submission 

requirement 
• July 1 and January 1 
 

• Providers will log in to the CBAS File Drop Web Portal 
• Select and upload Excel PCR file 



Overview 
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• CDA will analyze PCR submissions for data accuracy and 
quality 
• CDA staff will contact center staff for clarifications 

 
• If PCR is approved, an email indicating that no further 

action is required will be generated 
 

• If PCR is not approved, an email indicating that a need for 
resubmission will be generated 
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Submission Required Notification 
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CBAS File Drop Web Portal 

• Accessed via  direct link  
• https://cbasfiledrop.aging.ca.gov/ 

 
• The CBAS forms webpage 

• http://www.aging.ca.gov/ProgramsProviders/ADHC-
CBAS/Forms/Reporting_Requirements/ 
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Log Into the CBAS File Drop Web Portal 

• https://cbasfiledrop.aging.ca.gov/ 

https://cbasfiledrop.aging.ca.gov/
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Select Center from Dropdown 
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Click “Browse for File” 
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Select File 
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Click “Upload File” 
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File Is Received 
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If You Would Like to Overwrite File 

• Repeat previous steps 
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Once PCR is Under Review by CDA 
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Approved 
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Not Approved 

• Repeat previous steps to upload a revised PCR 



MANAGING YOUR ACCOUNT 
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Forgot Your Password 

• Resetting your password is quick and simple 
 

• Can be done without the need to contact CDA 
 

• Navigate to the CBAS File Drop Web Portal webpage 
• Click “Forgot My Password” 
 

• Enter your email address that is associated with your 
account 
 

• An email will be sent to you with a link to change your 
password 



25 

Forgot Your Password 
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Forgot Your Password 



27 

Changing Your Password 

• If the need arises, changing your password is quick and 
simple! 
 

• Can be done without the need to contact CDA 
 

• Log into the CBAS File Drop Web Portal  
• Go to My Account 
• Click Change password 
• Follow the on-screen guidelines for password formats 
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Changing Your Password 
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Removing or Adding a New User 

• Complete the CBAS File Drop User Request Form 
• http://www.aging.ca.gov/ProgramsProviders/ADHC-

CBAS/Forms/Reporting_Requirements/ 

 

• Submit to CBAS Branch general email 
• cbascda@aging.ca.gov 

 

• CDA will confirm once changes have been made 
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Removing or Adding a New User 
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Summary 

• Internet-based 

 

• The CBAS File Drop Web Portal allows for secure 
submission 

• Save providers and CDA staff time 

• Avoid PHI breaches/incidents 
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Q & A 
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CDA Contact Information 

CDA on the Web www.aging.ca.gov 

Addresses 

California Department of Aging 
CBAS Branch 
1300 National Drive, Suite 200 
Sacramento, CA 95834 
 
cbascda@aging.ca.gov 

Phone (916) 419-7545 
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